
	
  

	
  

	
  
	
  

	
   	
   	
   Job	
  Title:	
  Member	
  Services	
  Staff	
  

Job	
  Description:	
  	
  

The	
  Member	
  Service	
  Staff	
  is	
  part	
  of	
  a	
  team	
  responsible	
  for	
  the	
  overall	
  delivery	
  of	
  excellent	
  customer	
  service	
  to	
  
all	
  members,	
  guests,	
  and	
  program	
  participants	
  of	
  the	
  branch.	
  The	
  incumbent	
  is	
  responsible	
  for	
  the	
  sale	
  of	
  
memberships,	
  responding	
  to	
  member	
  and	
  guest	
  needs,	
  promoting	
  programs,	
  and	
  maintaining	
  cleanliness	
  and	
  
organization	
  at	
  the	
  Membership	
  Desk.	
  
	
  	
  
Essential	
  Functions:	
  	
  
	
  	
  
§	
  	
  Provide	
  excellent	
  service	
  to	
  members,	
  guests,	
  and	
  program	
  participants	
  in	
  the	
  branch	
  and	
  on	
  the	
  phone,	
  
contributing	
  to	
  member	
  retention.	
  
§	
  	
  Model	
  Membership	
  by	
  Design	
  and	
  Relationships	
  by	
  Design	
  programs.	
  
§	
  	
  Sell	
  and	
  promote	
  memberships,	
  providing	
  tours	
  to	
  prospective	
  members.	
  
§	
  	
  Sell	
  and	
  promote	
  programs,	
  classes,	
  and	
  retail	
  items.	
  	
  
§	
  	
  Process	
  new	
  memberships.	
  	
  
§	
  	
  Handle	
  and	
  resolve	
  membership	
  complaints	
  and	
  inform	
  supervisor	
  of	
  unusual	
  situations	
  or	
  unresolved	
  
issues.	
  
§	
  	
  Understand	
  and	
  enforce	
  all	
  YMCA	
  policies	
  dealing	
  with	
  member	
  services.	
  	
  
§	
  	
  Operate	
  card	
  maker	
  system,	
  digital	
  camera,	
  cash	
  register,	
  fax	
  machine,	
  copier,	
  telephone	
  system,	
  and	
  
perform	
  routine	
  filing.	
  	
  
§	
  	
  Monitor	
  the	
  locker	
  rooms	
  as	
  required.	
  
	
  
Worksite	
  Location:	
  	
  	
  	
  	
  West	
  Saint	
  Paul	
  YMCA	
  

	
   	
   	
   150	
  Thompson	
  Ave	
  E	
  

	
   	
   	
   West	
  St	
  Paul,	
  MN	
  55118	
  

Work	
  Schedule	
  (Days/Hours):	
  M-­‐F	
  5:00am-­‐10:00pm,	
  Saturday	
  &	
  Sunday	
  6:00am-­‐8:00pm	
  
	
  
Requirements/Qualifications:	
  Must	
  be	
  18	
  or	
  older	
  

	
   	
   	
   If	
  interested,	
  contact:	
  Teri	
  Grube-­‐	
  Teri.Grube@YMCAtwincities.org	
  

	
  

	
  
	
  


